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How to Add a New Vehicle 

1. Search for the Customer in the System. Start by searching the registered customer by name. If the search returns multiple results, ask the 

customer for their address or phone number. The search results can then be sorted to locate them quickly. If the search does not return 

results, you may search using a partial name to broaden the search, to locate misspellings or nicknames (search Mi Wazowski instead of 

Mike Wazowski this will locate Mike and Michael).  

 

Click the Customer # (Below on screenshot) to select customer.  
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Customer Profile Page 

 

2. #1 Verify and update customer information as necessary and make sure all the boxes with an asterisk are filled out.  Be sure to collect an 

email address from the customer, this will be the method of delivery for renewal notices and order receipts.  

#2 Select APPLY. This saves the changes that you made and keeps the customer record. No changes will be saved if you do not click Apply. 
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Vehicles Tab 

 

3. Adding a new vehicle to customer profile.  

#1 Select the Vehicles tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. #1 Select the type of Vehicle 

you are adding.  

#2 Select the GO button.  
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Vehicle Profile Page 

5. #1 If the vehicle is a boat that has been previously registered in Idaho, but NOT in Aspira, input the IDAHO bow number. To assign a new 

bow number, select NO. 

#2 Input all vehicle information.  

#3 Add co-owners. You can add up to 3. 

#4 Select OK. 
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HIN (Hull Identification Number) Assignment – For Boats Only  

 

6. If you get an error message, follow the instructions below. If there is no error message, skip ahead to page 6.  

 

 

 

 

 

 

 

 

 

 

1. If you must assign a new 

HIN, follow these steps. 

Provide the HIN 

Application Instructions 

for IDZ HINS with their 

transaction.  

 

 #1 Select Yes, in the 

Assign Hull ID box. 

#2 Select OK. 

The new HIN will be 

assigned after the 

payment is taken.  
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Select Inventory 

 

7. #1 Select radio button to 

determine product type.  

#2 Input sticker number *. 

#3 Select OK.  

 
* Note- the format is the letter that 

represents the sticker, the year of 

the sticker, and the 6 digit sticker 

number.  B for Boat, M for Resident OHV, T for Non-Resident OHV, G for Non-Motorized Invasive Species, A for Not Registered in Idaho Motorized Invasive Species, S for 

Resident Snowmobiles, N for Non-Resident Snowmobiles, R for Rental Snowmobile. 

 

In The Cart 

 

8. #1 Select Payment Type, i.e. external credit card, external check, or external cash 

9. #2 Select Process Order 
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Attestation Statement 

 

10. This box will pop up with an attestation statement. You need to read this paragraph to the customer and ask them to accept the policy. 
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Order Summary Page 

11. Put in Payment information. Then, the Order Summary page will come up.  

#1 Print Documents - A printer dialogue box may pop up. See page 9 for instructions. 

#2 Finish Order to complete the registration after the document has printed.  

The system will automatically email them a receipt of the completed transaction. 
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Printer Dialogue Box 

 

12. #1 Select the printer from the list. 

#2 Select Print.  

 

 

 

 

 

 

 

 

13. #1 Select Success if the print job printed successfully. Select Failure if the job did not print.  

#2 If print is successful, complete step #2 from page 8. 

 


